Configure Outlook For Your
Enterprise Email Mailbox

This is to be done AFTER migration!



Open Internet Explorer and type
Https://web.mail.mil/ and hit the Enter key.




You will then be prompted to choose a certificate to be able to
access the site. Choose your Email certificate and click OK.



By using this IS (which includes any device attached to this IS). you consent to the following conditions:

o The USG routinely itercepts and monitors

i on this IS for purposes including, but not fimited to, penetration testing, COMSEC monitoring, network operations and defense, personnel misconduct
(PM), law enforcement (LE). and ¢ intelli e (CD i igati

o At any time, the USG may inspect and seize data stored on this IS
o Communications using, or data stored on, this IS are not private, are subject to routine monitoring, interception, and search, and may be disclosed or used for any USG-authorized purpose.
o This IS includes security measures (e.g.. authentication and access controls) to protect USG interests--not for your personal benefit or privacy.

o Notwithstanding the above. using this IS does not constitute consent to PM. LE or CT investigative searching or monitoring of the content of privileged communications, or work product. related to personal
representation or services by attorneys, psychotherapists, or cleray. and their assistants. Such communications and work product are private and confidential See User Agreement for details.

Dene & Internet | Protected Mode: On ®100% ~

The website will then load, read the terms of if you accept click |
Accept.



You will again be prompted for to choose a certificate. Choose
your email certificate and click OK.



SOME user may be prompted with an Internet Explorer warning.
Click Do not show me the warning for this program again and
then click Allow.
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You will then be prompted to enter your PIN for authentication
enter your PIN then click OK.



can modify this choice at any time using Options.

Use the blind and low vision experience

Choaose the language you want to use.

Time zone:

After authenticating Internet Explorer will load this page select
ensure you select the correct Language and Time Zone then click
OK.



After you click OK your mailbox will load.



After your mailbox loads in the upper right corner click Options
then go down and click See All Options...



This page will load after you click See All Options... It will have
your display name and your new Enterprise Email Address. WRITE
DOWN YOUR EMAIL ADDRESS. You will need your Email Address
to setup Outlook.



Make sure Outlook is closed.
Then open your start menu and
click Control Panel.



When the Control Panel opens click on Classic View on the left side after the Control Panel
reloads double click Mail.



Data Files

# Change settings for the files Outlook uses to Data Eiles. ..
\[;]‘Q store e-mail messages and documents, -

The Mail Setup window will pop
click on the Show Profiles button.



Remove Properties Copy...

When starting Microsoft Office Qutlook, use this profile:
" Prompt for a profile to be used
¥ Always uge this profile

MATOS |

oK Cancel | ppl |

Click the Add button continue to add your Enterprise Email account.



In the New Profile window create a name for your Enterprise Email
account and then click OK.
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Clicking Mext will contact your e-mail server and configure your Internet service provider or Microsoft
Exchange server account settings,

Matos, Roberto Mr CIV USA NETCOM/9TH 5C A 7TH

E-mail Address: -oberto.matos@us.army. mil

Example: barbara@contoso. com

You are going to edit the Email Address field with your new Enterprise
Email address.



Clicking Mext will contact your e-mail server and configure your Internet service provider or Microsoft
Exchange server account settings.

Your Name: Matos, Roberto Mr CIV USA METCOM/STH SC A 7TH

Example: Barbara Sankowic

E-mail Address: roberto.matos. civ @mail . mil

Example: barbara@contoso.com

Password:
Retype Password:

Type the password your Internet service provider has given you.

[] Manually configure server settings or additional server types

ack Mext = ][ Cancel

After entering your new email address the window will change. Do NOT
enter anything in the password fields. Click Next>.
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Configuring

Configuring e-mail server settings. This might take several minutes:

v
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Establish network connection
Search for roberto.matos.civ@mail. mil server settings

Log on to server
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Outlook will then begin to auto configure your mailbox and setting.




"  Establish network connection
}( Search for roberto.matos.civi@mail.mil server settings

Log on to server

If you get this window there is a issue and please notify ITS.




If everything is setup correctly you will be prompted for authentication
enter your PIN.



You will prompted again for authentication enter your PIN and click OK.



Configuring

Configuring e-mail server settings. This might take several minutes;

+"  Establish network connection
+"  Search for roberto.matos. civ@mail.mil server settings

F

[] Manually configure server settings

If you entered your PIN you will get the above window. Click Finish to
proceed.




Add... Remove Properties Copy...

When starting Microsoft Office Cutlook, use this profile:
™ Prompt for a profile to be used
i Always uze this profile

MATOS_EE -

ok | Cancel | mopy |

In this window make sure that the account you just created is selected in
the dropdown and make sure that the Always use this profile radio
button is selected and click OK.



Open your start menu and click
Email.



After Outlook is loaded you will be prompted to authenticate with the
Exchange server. Enter your PIN and click OK.



After you authenticate Outlook will pull in your mailbox setting and when
it is complete it will display your inbox.



For those users that have Microsoft Office Chat installed you will receive
a popup check Don’t show me this message and then click Yes. After click
Yes you will receive another popup, click OK.



